
BEST Shared Services Benefits

(BSS)





Contributing members 

of

Teachers’ and State Employee’s 
Retirement System (TSERS)



• Full Time (30 hours or more)

• Temporary (Temp Solutions)

• Part Time (20 hours or more)

• Elected or appointed Officials

• Rehired retired employees



• Contributions into the saving plans are made by payroll deductions.

• Employees can prepare for their financial future by participating in 
Prudential’s 401(k) and 457 plans to supplement their regular 
retirement account (TSERS).

• Employees can contribute up to $18,000 in 401K and 457 plans for a 
total of $36,000.

• Employees can make contributions to the Catch-Up plan up to $6,000 
in both plans if they are 50 years and over at the end of the calendar 
year. 



Savings Plan Enrollment (401K and Roth & 457 and Roth)

• Employees can submit forms directly to Prudential.

• Employees can log into Prudential’s website to create and update accounts.

• 401(K) Enrollment files are sent Weekly (Friday).

• 457 Enrollment files are sent Monthly (1st of month).

• Any questions related to the savings plans, contact Prudential 866-627-5267.



INFORMATION NEEDED ON FORM

• Payroll Period / Date

• Retirement/Separation Date

• Write ins 

• Longevity, Bonus & Vacation

• Regular Salary

• 401K Plan (max 80%)

• Before Tax  

• After Tax (Roth)

• 457 Deferred Compensation Plan (max 100%)

• Before Tax 

• After Tax (Roth)

A dollar $ amount is best practice, however a 
percentage % can be entered 

RETIREMENT PLANNING



Please Note:  This change will 

be effective for the payroll 

date specified above ONLY. 

This one time contribution will 

not affect your current 

contribution rate, if any. Your 

current rate will resume with 

your next payroll cycle.

THIS means the amount listed 

on the form will REPLACE the 

regular monthly contribution 

amount! And the regular 

monthly contribution will 

resume on the next payroll. 

Prudential One Time Deferral Form



• Contribution forms should be received by BSS no later than the first day of 
corrections for Biweekly and Initialization for Monthly. 

• BEST CANNOT process one time deferrals for vacation and bonus payouts 
until 416s are entered. Therefore, 416s should be entered by the agency  
when the forms are submitted to BSS.

• For BiWeekly Payroll:  It is helpful if the last 2 weeks/80 hrs of work time is 
processed separately from Bonus and Vacation Payouts to eliminate net 
zero checks.

• There is no guarantee that contribution forms received later than stated 
will be processed.



• Deferrals will be tax deferred for non-Roth accounts – meaning state 
and federal taxes will not be applied.

• HOWEVER, TSERS, Social Security and Medicare will be deducted 
from any earnings listed on the paycheck, which includes any leave 
payout or longevity earnings prior to the deferral.
• TSERS, Social Security & Medicare – approximately 13.65%

• Federal and State tax deductions may show for any portion of pay 
removed for taxable recurring payments & deductions that are not 
termed prior to the deferral (Ex., any post tax insurance premiums 
deducted).



• BSS will not reverse one time deferrals once they have been 
processed.  
• Exceptions are for Administrative Errors ONLY!  BEST cannot guarantee that an exception will 

be approved for a reversal.

• Reversal process
• The employee must return the entire net check. 
• Send a money order or cashier’s check – BEST needs to ensure the funds are 

available for the reversal.  Personal checks will delay the process.
• The reversal will be processed on the next payroll.  This includes the 

employee receiving their regular monthly pay, if included in the reversed 
check.

• The reversal cannot be processed on an off-cycle.



• Employees should enter a dollar amount for longevity (it is best 
practice).

• Employees should enter the correct payroll period.

• Employees should not submit forms more than one month in 
advance.

• Retirees are typically paid longevity in the check processed with the 
separation action.  Leave payouts may be processed the following 
month.



Deferral Form 
Example 1:

Employee indicated 
they wanted $1700 
(the regular monthly 
contribution) PLUS 
100% of their longevity 
to be deferred in 
August.  

This is an example of a 
‘write in’. 



Deferral Pay Stub 
Example 1:

$1700 regular monthly 
contribution PLUS 
$1597.38 longevity 
payment = 
$3297.38 total deferral.



Deferral Form 
Example 2:

It appears the 
employee is indicating 
the deferral should be 
100% of the bonus 
leave for 401k & 100% 
of vacation leave for 
457.  The employee 
entered a dollar 
amount of $6599 for 
each deferral.  



Deferral Pay Stub 
Example 2:

BEST entered the exact 
amount listed on the 
form for the deferrals.

For the 457, the $6599 
exceeded the max 
contribution of 
$18,000, but the 
remainder was 
automatically rolled 
into the 457 Catch Up 
based on the 
employee’s age.



Example 3:

Regular Monthly 
Contribution:

This pay stub shows an 
example of an 
employee’s regular 
monthly contributions:

$27.72 to 401k
$27.72 to 457



Deferral Form 
Example 3:

Employee indicated on 
the deferral form they 
wanted $28 deferred 
for 401k and $778 
deferred for 457 in the 
next December pay.   



Deferral Pay Stub 
Example 3:

The pay stub shows 
$28 deferred for 401k 
and $778 deferred for 
457 in the December 
pay. 

This employee was 
already contributing 
$27.72 monthly to 
401k, but only 
indicated $28 as the 
total deferral for 401k. 
If the employee 
wanted the regular 
monthly amount AND 
$28, $55.72 should 
have been indicated on 
the form.   



Deferral Form 
Example 4:

Employee indicated on 
the deferral form they 
wanted $800 deferred 
for 457 in the 
December pay.   



Example 4:

Regular Monthly 
Contribution:

IT 0169 Saving Plan 
record indicates the 
employee regularly 
contributes $50 
monthly to the 457 
plan. 



Example 4:

Deferral Contribution:

IT 0169 Saving Plan 
record indicates the 
deferral will contribute 
$800 to the 457 for 
December.

This is an example 
where the employee 
added their regular 
monthly contribution 
to the bonus leave paid 
in December to equal a 
total deferral of $50 + 
$750 = $800.



Deferral Form 
Example 5:

The deferral form 
indicates $750 to be 
deferred to the 401k 
plan for December.



Example 5:

Regular Monthly 
Contribution:

This pay stub shows an 
example of an 
employee’s regular 
monthly contribution 
of $833.00 into the 
401k plan.

The deferral form 
submitted ONLY 
indicated $750.



Example 5:

The Agency contacted 
BEST as the employee’s 
intent was to 
contribute their regular 
monthly contribution 
PLUS the $750 deferral 
to total $1583 deferral 
amount.

However, the 
correction request was 
received after payroll 
had closed.  (12/17/15 
was finalization)



Deferral Pay Stub 
Example 5:

BEST had no option 
but to enter the 
deferral amount as 
the dollar amount 
that was listed on 
the deferral form. 

IF a reversal was 
approved, the 
employee would 
have to pay back 
the full $7024.06 
net pay and the 
reversal would not 
be processed until 
the January 
monthly payroll.  



• Ensure that employees know payout amounts to enter on the form – Vacation 
Leave hours multiplied by the employee’s hourly pay.

• Ensure IT416s are completed timely, no later than initialization for monthly and 
the first day of corrections for biweekly.  
• However, if the IT416s are entered late, you may not see the results until the 

last day of corrections.

• BSS cannot advise employees on deferral amounts and dates for payouts.
• Employees should be able to contact their Agency Payroll office. 

• Biweekly Employees:
• It is helpful if the last 2 weeks/80 hrs of work time is processed separately 

from Bonus and Vacation Payouts to eliminate net zero checks.



One Time Deferral for Merit/Comp Bonus 
• Current contribution + New contribution = Total contribution to be 

indicated on the form & processed for October’s payroll 

• Monthly  Pay Day 10/31/2016 (0110 payroll)
• Deferral forms MUST be submitted by 10/19/16

• Biweekly Pay Day 10/21/2016 (0422 payroll)
• Deferral forms MUST be submitted by 10/14/16

• BSS will ONLY process the amount on the form.  
• Ex. If an employee defers $700 regularly, submits a form with $200 or a % less than 

$700, BSS will process the amount on the form - $200 or %.  Therefore, cancelling the 
regular amount for that pay period.  The $700 deferral will resume the following pay 
period.



•Retirees should provide home and/or cell 
telephone number(s) 

•Prudential Customer Service 866-627-5267



Questions and Answers

Q&A


